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INTRODUCTION
The purpose of this monograph is to approaches that new as well as
TAFE teachers may find in answering some of the gquestions

may lead to improvement in their teaching effectiveness,

mmmayahobevduemumthequuuomandmforctaﬂ'dmbpmmt
purposes. The aims of this publication are to:

* stimulate thinking on a broad range of topics related to teaching tn TAFE;
. mmemmtommmeqummatmmmwm

teachers;
¢ encourage the process of self-appraisal and to provide some direction on
techniques to develop further skills;
* provide a reference document for discussion by TAFE teachers.
Overall the emphasis tn this monograph is to thought and discussion rather
than to provide the ‘answers’ to the questions The therefore is not
Mnmmwamrmmcﬂ:mwmmmhmwmmm
analyse the fssues relevant to them and ertake additional research in order to
further upgrude their teaching sidils,

There are five steps in the production of the monograph:

(a) full-time teachers at a major metropolitan TAFE college were asked to list the
questions which they thought should be included in the book:

(b) a panel met to discuss ways in which the questions could be answered;

(c) appropriate suggestions were found to answer the questions;

(d) the draft monograph was commented upon;

(¢) the final monograph was produced.
mmmdmmmmcmumnm(mmw.
B T e, (278 3 I e b

Sachsse and Dr T. Sandercock. Susan helped with the final editing of the
publication.
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HOW TO USE THE BOOK
The monograph is divided into two main parts:

o the guestions. each of which is discussed, together with posatble strategies for
answering them and useful reference texts;

o the which gives examples of ‘tools’ such as a questionnaire which could
be en attempting to answer questions.

Almost all of the questions wers supplied by full-thme coliege teachers, who were asked

to identify the questions which, tf answered successfully would indicate that they were
effective teachers.

The questions have been grouped under the following headings:

e contextual

¢ teaching

¢ administration/management

¢ professional matters

¢ industry links.
To use the book, select your area of interest, the question(s) you would like to answer,
and refer tv the appendix when useful For further reading on a particular topic,
consult the references.

This book is a gutde: it raises issues and offers suggestions. Other strategies useful for
provoking professional self-development include:

 additional reading of books, journals, articles;
¢ discussions with colleagues:
¢ discussions with your line manager;
¢ geeking feedback from students:
e attendance at seminars and workshops.
e visits to other colleges;
e visits to industry.
TAFE teachers need regular self-evaluation. It is expected this book will assist in this

process. The book should also encourage teachers to work together rather than as
isolated individuals.
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Question:

How is my college changing?

mhmchmgNmmqorwmduungthepmﬁveyemoroo. These changes
e:

* increased college decision-making. This means additional managerial skills need
to be learmed by teachers:

technological developments. Teachers need constantly to upgrade their skills
gmmm:mmgmuhwmmhﬁopumme

e open leaming. Teachers need to develop new curricula and new assessment
procedures to promote open

* increasing emphasis on student-centred learning. This means changing teaching
practices to promote student participation and co-operation in lesson planning
and course evaluation;

* changing student population. There {8 an increasing need to consider the

of student educational, employment, cultural, and socio-economic
contexts in order to achieve equity:

e award This teachers t } and t
T e s e o o g 1 orpoRd quicty and appropriatl

* institutional amalgamations.
S trategies:

Obtain publications and circulars about your college's policies and priorities. It is likely

that these wil' have been distributed during the few years, possibly before you

marﬂvedattheeoﬂege. Your line manager sh be able to help you obtain th
tion.

Research your college profile:
¢ informally interview your colleagues and students;
e seek clarification from your line manager:
¢ find out about, and become involved in, college committees;

e read TAFE journals, publications, conference papers and other ‘industry’
publications;

e attend stafl training seminars;
e research new curricula within TAFE and in universities;
* nvestigate new teaching practices being used throughout TAFE nationally.

“The Australian Journal of TAFE Research and Development”.
“The Australian TAFE Teacher”.
Vocational Education and Training Database (see Appendix H).

These three publications will help you to keep up-to-date in different areas.
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Question:

How should I regard my role as a teacher?

As a teacher, you are involved in one of the most tmportant of professions. Your
profession includes:

* course information preparation;

¢ student aelection;

* planning and organising your program;

¢ teaching, using a variety of approaches;
* facilitating learning;

o assessment of students;

e organising learning support for students;
* public relations/industry Haison;

e course evaluation.

S trategies:

The 1980 National Review of TAFE Teacher Preparation and Development will provide
manyutl’lmapﬁd ideas. Those publications documenting this review will be avatlable in
your .

It can be useful to develop or use a check-list (ke the one below) as one component of
the evaluation of your own role. You could rate yourself on the following scale.

Outstanding (1) - Very exceptional performance
Good 2) - Better than requtred
Satiafactory (3) - The expected performance;
consistently meets requirements
Poor (4) - Performance generally is below
that required in the posttion




1 PLANNING AND ORGANIING

Ability to tnterpret curriculum documents and relate these to the needs of
individual students.

Ability to specify course aims and objectives.

Abllity to profile and diagnose individual student needs.

Ability to choose a course structures and/o. delivery modes to meet

the learning needs of individual students.

Ability to choose or develop appropriate leamning resources to meet the needs
of individual students or clase group.

Abtlity to recognise the appropmtmm of particular evaluation techniques in
relation to course structure and client profile.

Ability to refer indtvidual students to appropriate remedial support areas (i.e.
mdeu;l’ learning difficulties ie. ESL/Literacy/Numeracy/Course Pre-
requisites).

TEACHING

Ability to employ a range of teaching methodologies amongst various leaming
groups.

Ability to create and maintain an effective learning environment.

Ability to communicate effectively in written and oral mode.

Ability to be effective in presenting information via:
(1) Jecture mode

(2) tutorial environment

3) small discussion groups

Abtlity to generate student involvement within the learning environment.
Ability to set an appropriate leamning climate.

Ability to matntain discipline within the learning environment.
Abﬂnyhrt:memeWeaudbmmmmhertechmbMeqummm

Abflity to give and receive feedback in the classroom setting.

Abtlity to be effective using open learning strategies.

11
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S ASSESSMEST

Abmtytonegothteappmpnateanmmcmmthllm up and
indtvidual students. _mp
Abllitv to understand and support the need for course standards.

Ability o deal sympathetically with students who are failing to meet minimum

Ccourae

Abllity to direct students to appropriate leaming support.

4 PERSONAL ATTRIBUTES AND SKILLS

Working with Others

Team work skills, ability to co-ordinate tasks and people, effecttveness n
furthering the achievement of group goals.

Judgement
Soundness of conclusions, decisions and actions.

Application and Drive
Commitment and perseverance necessary to get a job done,

Initiative
Abtlity to take action independently, to generate new ideas and actions.

Ability to consult with related parties in and outside TAFE,

Dependability

tl?eel%!:eeofmnabmtyinaasummgandcan'ymgoutthefumuoneoftheposltlon

Analytiocal 8kiis
The ability to identify the component parts of a problem or situation and to
:eetheﬂmcumallgummpbetweenmm

Record Keeping
Ability to record conclusions, decisions and actions for future reference.




Resource Management

Ability to effectively manage rcsources with and for the team so that opttmum
productivity is maintained and program continuity is assured.

Bducational Thinking and Analysie

Ability to geuerate and stimulate ideas and discussion
educational/administrative issues which cnsure continued growth and vltalny
within the organisation.

Leadership Skille

Ability to operate in a variety of leadership es and to effectively judge thetr
appr?pruteneutotheneedsofmdwldualsi.glthetem Judg

Communication

Ability to communicate efiectively to ensure the enhancement of interpersonal
skills, information sharing, direction and feedback.

Planning

Ability to forecast, to be forward-thinking and to be able to lead the team in
setting appropriate aims and objecttves for the organisation.

Delegation and Follow-up

?bllig:vy to delegate within a negotiated structure which ensures appropriate
ollow-up.

Abtlity to record expected outcomes, and to assign responsibility for action.

Motivational 8kills

Abiiity to encourage and achieve high levels of performance by members of the
team.,

Developing People

Ability to manage a structured program of staff development whereby
tndividuals are provided with new knowledge and opportunities to develop

Judgement

Ability to arrive at sound decisiona via an appropriate mix of research, advice,
action, etc.

Departmental Knowledge

An appropriate knowledge of TAFE policy directions, trends and structures,
which enables the teamn to operate appropriately within the context of the

college, network and department.

General Knowiedge
Imappr:pﬂnteknowledgedthemm.ponﬂcﬂmwucaw
context of TAFE in th and beyond.
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If you are dissatisfied with your rating in of the preceding areas, of the following
strategies may be useful: g 1 sy i

- answering more detatled questions in this book:;

- reading relevant references;

- discussing any areas requiring strengthening with a colleague.
You might also find it helpful to summarise your self-evaluation. This summary can
also form the basis of discussion with a colleague.

Strengths - things I do bes*:

Needs - areas in which I would like to improve:

References
Mageean, P. (1990). Fuacilttated

National Centre for Research and
Hall,b W.C. ¢t gl (1990/91). National review of TAFE teacher preparation and
development, Adelaide: TAFE National Centre for Research and Development.

Guthrie, H. (1888). Making changes, Adelaide: TAFE National Centre for Research and

Jor college executives (FACE), Adelaide: TAFE
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Question:

How can I broaden my teaching skills?

ently entafled standing in front of a group and lecturing. The

Previously teaching frequ
trerd is now to ‘student-centred learning’ which requires a variety of approaches. In
many cases lecturing will now not be the most appropriate way.

S trategies:

Teachers need to develop different approaches io suit the diverse range of individuals
and leamning situations. Students are now encouraged to become actively engaged in the

learnmgproceumgteaddpamvehrnstenmgtoﬂwteadwn
The teacher must adopt strategies that enable him/her to:

identify different stages of skills development for each student to ensure effective

programming
format to determine strengths and needs. ‘Ihmmundertakenmosteﬂ‘ecuvelym

of suiiable learning activities, i.e., develop an initial assessment

negotiation with students:

identtfy different teaching approaches being used hy colleagues and across
programs. These may include:

" 2 0

lectures

demonstrations

role-plays

facilitation of student discovery

varied classroom organisation, for example, whole class interaction; small
group interaction incorporating report back; nominated (prior to information
input) student respondees, ctc.

Variety 19 the spice of life - and leamntng.

Ideas and information can come from the teacher, the students or a guest
speaker.

ldeas and information can be presented by - newspapers or magazine article,
book, poem; film, videotape, audiotape, record, picture, model, chart;

The best way to present an idea is that which the message across most
effectively and most .mmmf:mbudfwm-tbe
mml:ftheuuuulf. e group, the teacher, the facilities and the time

In general terms, the more concrete and active the experience, the better - a

!é‘
_"(:(:: :ki?l -

first hand experience is one of the most powerful ways to stimulate interest

12
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Wark with small groups. Grouns cam

one er
mmthe and examination of opinions and attitudes
exchange a
m
develop individual learning
encourage students to take responsibility for their own learning
- foster cooperation and good relations.

Encourgge discusaion which:

clarifies and encourages a critical approach
arouses interest in the subject

helps get ideas in sequence

actively involves the student in the leaming process.

e Identify the different assessment approaches being used and developed by
colleagues and across programs.

e Identify the different approaches to learning being offered by colleagues.

Teaching staff who incorporate student-centred leamning into their teaching practice may

need to:
¢ review their understanding of the learning theories on which student-centred
learning is based;

e develop techniques in instructional design as well as in electronic publishing in
order to produce and modify student-centred learning materials,

References

Hall, W. (ed.) (1991). Teaching in a TAFE college, Adelaide: TAFE National Centre for
Research and Development.

Hallinan, J. (1990). How to get the most out of teaching - A guide for lawyers, Sydney:
The Law Foundation of New South Wales.

Kroehnhert, G. (1990). Basic training for tratners, Sydney: McGraw-Hill
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Queb tion:

How can I improve my teaching?

mmmmmmmqummwm There have been numerous
books written on the topic, and many thousands of ‘teacher effectiveness’ questionnatres
produced. To answer the question you will first need to find out what tmprovements are

necessary: what your strengths and weaknesses are.

In attempting to answer the question you may face some challenges, especially if another
colleague or line manager is to assist you, However, you can answer the

alone, uwenuwuhacoueague.orbygetungfeedbackﬁ'omstudents. Various
approaches are described below

S trategies:

memostcommonappmchestoamwmngﬂnsq
or by recording a lesson. Otherstmtegtumchuobmuonmdfeedbackfmma

colleague or line manager, and group discussion may also be used, as indicated in the
following table.

TECHNIQUE

Sound Video Questionnaire | Direct Group
recording | recorxding observ. Disc.
Alone / / /

Colleagues / / / / /
WITH

Line-~ / / / /
Manager

Students / / / / /

FIGURE 1: Technigues to cvaluate teaching
Sound and video recordings

mmwummammmmmmmmm
to record a sesaion. The recording can then be analysed with a critical friend,
;vhomaybeaeoueague.ltudem.nnemamgerormdmuyupmuuve.bomm
or:

e clarity of speech and expression;

¢ teaching style (did you ask any questions, or merely give tnformation?);

e structure of presentation (was there an introduction and a conclusion?);

e speed (was sufficient time allocated to students to ask questions?);

e student participation (number of student questions may be one gauge of student
involvement);

14
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. of of for , overhead .

A similar a can be used with a video-recorder, using a wide-angle lens. This will
obviously m non-verbal characteristics, such as:

* where you stand or sit;
¢ annoying movements;
¢ facial expression;

e group behaviour,

Video recardings can also be made of workshop activities. However, analysis of isolated
activities should be conducted with great care.

It can be helpful to replay the video record.ng with « colleague you believe to be a g od
teacher 8o that he or she can comment on it and give advice.

Sophisticated techniques are available to analyse video recordings of teaching, Although
they can be used as research tools, the techniques will have limited use to . It
would be more useful to answer the following questions when viewing the of a

presentation:
* Do I speak clearly? At the right speed? And with a lively tone?
* Is the material logically presented?
* Is the material clearly presented?
* Do I use audio-visual aids correctly and can all students see them?
* Do I have any irritating mannerisms?
e o, i, Y o e B 2, e
including you? Are the objectives being attained?)
Suestionnaires

AppendnAglveamfomﬂonondedgnﬁandadmlm:tequuesuonnauu. A sample
questionnaire is also provided. The -evaluation questionnaire is tak>n from the
OUCLH

The questionnaire you finally use can be administered and the results analysed by a

collecague, Alternatively, may administer it yourself, bearing in mind that students
wmuouuly‘notbewﬂﬂtommplete estionnatre if they be identified.
mu'efore.youohouldfonowthuepmoedm;:qu e

* inform students by printing on the questionnaire that their responses will be
anonymous; therefore

¢ do not inchuie a questior. asking for names;
* allow for the complete1 questionnaires to be callected anonymously.

15
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Questlon:

How can I make better use of visual aids?

vaAﬂtebudvhnlmmtheehM(wwhmmmdMMQ:
ector. times, b2th are pootly or inefliciently used. ¢ chalkboard
%m:mmmwojmmmm
mdtypuumormmtmhﬂa.bahdwhhhmmnnymmte
purposes, use they may contatn too much information (which is
fllegible or difficult to read when projected).

Video recordings, instead of being short and effective learning tools, a_e frequently of full
program length and hence become entertainment rather than teaching techniques.

S trategies:

G &1 the cnd of This secicny Read ' scectie of thear and commpere ek st
with your current practice. For example, the references outline:

¢ how best to layout information on a chalkboard/whiteboard

e where best to position a screen in front of a group of students

e where to stand in front of a group

e how much information to print on an overhead projector transparency

o the most effective ways to use transparencies

* how to make the best use of handouts to complement your presentation

* how to ensure the wording is clear.

The drawing shows where to position an overhead projector.

Tilt the screen st approximately
25° 50 thet the imaege is sauere,

like this rather than ‘keystone’ shaped, like this |'

. \\ m ::.r of “?" depend on the
» \\\ Cheok w &m
“ Make sure you dont stand in classroom with a typical vansparency
- S \\ /hﬂ\t of the sereen. showing.
(S Im P 0m
HIGURE 4:
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To assist you to determine how successful your visual aids are, could carry out the
following tests before your class arrives. you

l.sundntthebnckdthemomnndmhwmﬂybothpmjectedmdwrmen
material can be read,

2. Walkuuundtheroantodetemnnewhetheranmmdmwtdlngmbehurdby
everyone,

3. Work out how long it took you to a transparency and make sure that at
least that amount of time is given for students to assimilate the material and take
notes from fit.

4. Determine at what points to stop a video for short disucssion. Generally, discussion
occur every 3-6 minutes.

The best positions to sit or stand when using an overhead projector are shown in the
diagrams, Compare these with the ones you usually adopt.

Finally, ask your students whether you are making the best use of visual aids. If the
m}:rm;mlet them work in groups of two or three, writtng down their questions and
Whilst the overhead projector is widely used in TAFE other useful visual aids include:

e television

e video

o slides

* interactive video

e computer-assisted learning

* posters.

References

Hall, W. (Ed) (1987). Teaching tn a TAFE college, Adelaide: TAFE National Centre for
Research and Development.

Adelaide College of TAFE (1991). Teaching technologies and how to use them. Adelatde:
TAFE National Centre for Research and Development.

Hallinan, J. (1880). How to get the most out ¢f teaching - A guide for lawyers, Sydney:
The Law Foundation of New South Wales.

Kroehunert, G. (1890). Basic tratning for tratners, Sydney: McGraw-Hill,
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Question:

How can I keep abreast of new teaching approaches?

Keeping abreast of new teaching approaches (not just technology, like the overhead
ector.butahodevebpmentnmteachm;andleam:(nke‘omhm?m
g;gortant.buthanmwmchfmquenuygeumglect becauoeofnhortageofu:z

gl X
B dma DB s Fiadeg w

Here is ¢ selection of new t

E
E

It is tmportant that you keep up to date with educational innovations such as ‘open

learning’, a concept currently gaining prominence. Open learning is an gpproach which
may, or may not, use technology like the computer or video.

S trategies:

Educational technology publications will help you to keep abreast of new teaching

technologies. They usually cover the w'ole range of teaching approaches (tncluding
learning models) as well as equipment. Consult your library and find the journal which
best suits your needs.

Other strategies include:

get on the mailing list for product brochures
attend training seminars and formal courses
read conference papers

read reports produced in TAFE,

You should take advan of stafl development opportunities and also learn from other
colleagues who are using the equipment or teaching approach.

Learning 1is more ‘open’. Most courses are not entirely ‘open’ or enttrely
‘closed’; they sit on a continuum:

Closed < > Open

Consider ‘attendance’ as one of the criteria. This can vary as follows:

Closed < > Open
Fixed attendance pattern; Attendance negotiable at  No attendance required:
fixed clasacs at pre- students’ own student working
determined times convenience wherever it is confenient.

The deftnttion of open learning used by the Manpower Services Commission in all of its

A term used to describe education and training schemes which are designed to
mmmanmm.dmum-famphutomm ok
um;ﬂpmemgm mﬂmd.mluml: 1.;: l*

a \
ensbles the learner to study, for much of the time ff necessary, away the




The mmmm and closed can
mmtﬂcm uﬁxammfwmwmmwmedm. It
btahal.x’ (1 . ‘How open it open? Traning and dsvelopment,

your
from h'uhwater.
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1. FINDING OUT AND GETTING

4.

ACCESS

Annual prospectus and leaflets.
Numbers lirnited (e.g. by class size,
etc.) or open to select few.

Set entry requirements (e.g.
eamination results).

Fixed enrolment (e.g. once or twice
per year) and start times.

WHAT

Whole programme must be taken.
Nomdn%’venforpmm.
Learning objectives set in advance
(e.g. by validating body or tutor).

No guidance given tu enable learner
to decide what to leamn.

Content of based on past
skills and e taught or what
tutor decides is needed.

The tutor can only offer what he or
she has produced.

WHERE

Learning available by vist
uunmgozlyu'eoreonegzy Hne
Regular fixed attendance required.
Practical ard experimental work

require fixed periods of attendance at
centre, workshop or laboratory.

Learning relies on constant face-to-
face contact with tutor.

one method of learning offered,
?;.lymmmm.

Only one medium used (¢.g. notes).

Schemes marketed, information
eomhnﬂyupdntedandavdhbleto

Opentoallwhoneedtheprognmme.

Self-assessment and
mmummbhmgtobe
tailored to need.

Entry to programme at any time, no
administrative constraints.

Leaming tailored to need. Indtvidual
elements (parts) of the content can be
selected.

Past experience rec

Learner involved in ormu)atmg
objectives or has free choice.

Advbeandhelpglventombleleamer
to decide what to leam

Contentestabllahedby learner
Job or speaking to practitioners to

identify cunrent and developing needs.

The tutor can offer a of materials
and uses those produced by others.

Learner chooses place (e.g. home. work
etc. as well as centre or college, if

required).
Attendance only when learner requires it

(e.g. for or
8 e 7 S
.\ red through kits, and open

access to centre, workshop or laboratory.

g e sty

Choice of learning methods and learner
activities.

Variety of media used (e.g. tape, slides,
text, etc.).
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Learners are required to pace their
learning to fixed timetable.

Courses last a fixed ttme.
8. SUPPORT

No guidance available during
programume.

Only teachers or trataers
are allowed to deliver/support the

learning.
Support only available face-to-face.

Assessment norm based.
Assessment methods set by tutor.

No feedback on performance is given.

Assessment dates are fixed and non-
negotiable.

Overall assessment only available.

Learners decide the pace at which they
will work.

Support avaflable at work, home, college
or centre, i.e. wherever it can be

encouraged.

Support can be by a of methods
e.g. telephone, ftl':ae-i'.o-vgt.y
discussions with colleagues or friends.

Variety of assessment methods available,
to reflect achieverment d the
learning programmme for w or part of
course.

Assessment criteria and competency-
Assessment methods negotiated with
student,

On-going feedback on achievement given
to student.

Learner decides when to be assessed.

Asscasment possible for each module of
course taken.

L
e 7

Diacussion of the results with other members of your department of your evaluation

should be helpful
References

Anderson, John Prof. (1980). Evaluating effectiveness qf ustng technology, DEET report.
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QI.ICStiOIl:

How can 1 keep abreast of new teaching methodologies?

The ecarlier questions ‘How can I broaden teaching skills?’ alsoc : bearing the
question. 'I\'.achmgmethodolnﬂesmclude:w ane e =

- small group discussion

- role play

- simulation

- workshops

- conferences

- debates

- case studies

- guest speakers

- telematics

- distance learning, e.g. teleconferencing, interactive television
- modularised/self-paced leamning
- competency-based learning

- peer tutoring

- ilexi-mode learning.

This is a brief summary that reflects present teaching practice. Chose the methodologics
that best help you to achieve your course atms and are within your budget.

S trategies:

Your library will be able to provide you with publications which cover many of the
methodologies listed above. The following will also be useful:

e reading higher education teaching journals

¢ working in teams with other teachers

o observation visits to other colleges

* training seminars

¢ holding discussions with audio/visual staff

e organising technology demonstrations at your college
¢ visiting other classes.

-based leaming and assessment are becoming increasingly important in
. John Foyster has summarised the canponents of competence.

N
* .
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A useful statement about the nature of ‘competence’ must provide evidence about
three elements:

- (1] detatls of the range of skills performed within the competence. This needs
j to be stated precisely and concisely and will refer to two kinds of skills:

L routine skills, which usually have a definite outcome (for example,
a typist typing correspondence);

. non-routine skills, which require the ability to deal with
Meguhrmmdchangamtheworkenmwment.mchu
managing time and stress;

(1) the standards of that performance in terms of such things as -

* a production rate

e an errur rate

. a level of quality

(1) the conditions under which performance is required, such as the work
environment(s), time constraints, equipment constraints,

Ananalyﬂsofthecoumsyoumteachmgudngtheabovecrnemdepmmt
challenges to you and lead to new ways of teaching.

References

HERDSA News (Newsletter of the Higher Education Research and Development Society of
Australia).

Foyster, J. (1989). Getting to grips with based tmintng and assessment,
Adelaide: TAFE National Centre for and Development.

Traintng development tn Australia (Journal of the Australian Institute of Training
Development).
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effectively when students have an opportunity within a small group to discuss,
summarise, clarify, and explain their understanding of the content. Small groups, which
may (or may not) include the teacher.

Strategies:
&moﬁwﬁmmbﬁmhmﬁbymﬂmpw&hﬂemhmt:mbmm:vedby
WWmm'&m?MmM by

lecturing, using computer-assisted learning, or by rec.ding and discussion. Problem-
solving atms, leamning how to work and interrelate with others, and some attitudinal

best achieved in groups. Therefore, your first task must be to decide what
are trying to achieve and whether group work is the most appropriate

approach in achieving these atms.
If group work is the most appropriate approach, then you should answer the following

e Is the group sitting in the most suitable way? (See Appendix B.)

¢ Does anyone dominate the group? If so, what can I do about this?

e Does anyone not participate? If so, what can I do about this?

® Are the ‘rules’ of small group work understood by all participants?

* Does each member of the group know what they are supposed to be achieving?
In other words, the activities of the small group need to be planned.

You can find out what students think about the effectiveness of the group in the i
following way:

(a) give all students two pieces of paper. On one they write ‘Good things about the
group’ and on the other ‘Recommendations to tmprove the group':

() students form pairs to discuss their answers and to clarify statements;

(c) groups of four discuss possible solutions to the problems and ways of strengthening
the group's strong points;

(d) the whole group discusses the problems and possible solutions.
It is tmportant to give group process guidelines:

- ane person fn each to take a leadership role in negotiating the order
undertaking tasks, the process and the timing with other group members;

- one person to be note-taker;
- one person to be time-keeper:;

o~ -27
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- one person to report back to the large group:

- obe to undertake a su function, ie. ff is
pe:’:.n to group t]:’pon Aoy anyone is frowning,

More roles may be added depending on the nature of the group tasks set.

The group is most effective when each member has a clearly designated role which
ensures maximum involvement and participation in the group task. The teacher must

ensure the group task is presented clearly, Le.

¢ the atms ¢ the outcome sought ¢ the feedback required ¢ the time lImit
¢ the evaluation criteria theldealqroupuzehbetweenuxanddght.

Aeomparbonbetweeneﬂ'ecﬂveandmeﬂ‘ecuvemupammadebybonmewm

Teaching in a TAFE College (see references). The compariscn is reproduced below. You
may find it elpﬁntoevaluateyourmupsumgﬂuschart.

EFFECTIVE QROUPS INEFFECTIVE GROUPS
Members S
Ouhmewmwmm%m“ accept imposed goals; goals are
mp‘ugbwhcm. goals are co-
Communication is two-way, and the and Communication is one-wxy and only kieas are
mmammm”&mpu expressed; feelings are suppreseed or ignored.
Participation ane ieadership are distributed Leadership is delegnted and based :‘I.Fn
wm&nmwﬁmm and au m ! ﬂﬂ.vlll
Ability tnformation determine tnfluence Position determines tnfluence nndpwu-
individual goais and needs are fulfilied: power is to authority is the
oqualised and shared.
are matched with Decisions are always made by the highest
e sttumson: dcforont methods suthority; there  little group discuseion:
tmportant involvemnent
discuseions are encouraged. eoup
Cantroversy and confiict positive Controversy and conflict are ignored, dended,
mum'm&”axmm avokded, or suppreseed.
of dectaiona, and the contimuance of
the group in good working
Interpersonal, group, and behswiour 'mef\mcﬂompaimmdby
o m emphastsed; cohesion w-dmd
Jevels of tackaston, afiection, scceptanc ¥ "0 coritrolled by forve. Rigad Conbormdty ia promotad.
support, and trust. Individuality is endorsed.
Problem-solving adequacy is high. Problem-solving adequacy i low.
Manbers evaluate the effectivenses of the group The highest authority evaluates the group's
uﬂdnﬁebwhﬁ*mhum:ﬂpl #rulhdhb- m
¥ " omach
development are all considered tmportant. . Wu -pul:l:
vhodeduader
28

.32

T 'ﬁt

it Ve 7w s P Y
i B T R s e e ey - . . . . - . - TS R -
. . < P : Ve S L LR R TLLEL A -3 R T TRR 2




i

o

o

i

4 '
Ve
-4..'
i

Dalton, Josn. (1885). Adventures i thinking: creative thinking and co-operative talk tn
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m.m:'ﬂmmmmhﬁmmm
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Question:

How can I improve student learning?
This question is linked to the earlier question ‘How can I improve my teaching?” There

are many learning techniques on the market, but the first stage is to find out whether
‘student learning’ is the real problem and, if so, whether it applies to the whole course

or just to parts of it.

S trategies:

You may find it useful to collect some, or all, of the following information:
- information from students
-  information from colleagues
- information from employers.

Information from students

Assessment results (covered in another question) give some indication of how well
students are learning. However, the type of assessment used is in
determining how efii student progress is being measured. Assessment needs to
measure the course aims and which may include

e information

e practical application

e problem-solving

e skills acquisition

¢ transferabflity of skills

e ways of keeping akills up-to-date. .

Feedback from students (using questionnaires, group discussion or interviews) may also
be useful. These are covered in a question. Getting students to think about
how they best learn can be a useful -step.

Information from collsagues

Colleagues who are know about the course you are teaching can assist by
mmmm.hml.Emmd method. They can check




Students learn better i the exampies chosen are relevant and directly related to thetr
work. Therefore, you need to visit employers to collect ideas for such examples and
topmmoteunploya;;&mt. Trade journals will also provide up-to-date examples,
Confuctus in 450 BC summarised an tmportant principle of learning:

I hear and I forget

1 see and | remember

I do and I understand.

How can this be applied to your teaching?

References

Ramaden, P. and Dodds, A. (1989). Improving teaching and courses, Melbourne: Centre
for the Study of Higher Education, Universaity of Melbourne.

Trade journals (available in your ltbrary).
Rogers, J. (1979). Adult leamning (2nd ed.), England: Open University Press.
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Question:

How can the teaching environment be improved?
Most of us quickly become accustomed to our immediate environment, regardiess of how

S trategies:

There are general questions which can be posed about the college; and specific
techniques to apply to a teaching space (such as a lecture theatre or workshop). Both
are dcacribed.

e What does the college look like from the outside?

e Can the general public easily find thetr way around the college?

¢ Is general information readily available?

e What is the tmmediate tmpact on entering the college?

e Is there a comfortable, friendly reception area?

¢ How quickly and how well does the switchboard deal with telephone callers?
o What student facilities are avalable? Are they adequate?

¢ How are the butldings treated by students?

e What staff facilities are available? Are they adequate?

e Do the premises meet health and safety requirements?

e Are support services (¢.g. word processing, administration) adequate?
e Are buildings accessible to people with disabilities?

Answers to questions such as these can then be discussed at departmental meetings,
m@uwﬂhmﬁdmdmw

The most tmportant question to ask is:
e Do I like to come here?

If your answer s ‘No’, then you need to find out why. For example:
e Is the ‘climate’; of the college helpful?
o Is the course I am teaching stimulating?
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¢ Does the accommodation enable privacy as well as interaction with others?

e Is there a lively’ atmosphere?

Answers to these, and simflar should be discussed with others. A more
fmmnnpptuehhtopmduoenmunndtodhcunthemhmuhm.deddm‘
Mtommemmwm.mmmmmemandmm

POSITIVE NEGATIVE

About the
college

About the
area 1
teach in

About my
room/work
area

Raferences

Byrne, M., Houston, D. and Thomson, P., 1984, Evaluation of TAFE tnstitutions;
handbook, Adelaide: TAFE National Centre for Research and Development and South
Australian Department of TAFE,
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Questlon:

How do I know if my assessments really test students’ knowledge
and skills?

TAFE courses have clear atms and therefore the important question is: Does the
assessment actually test the achievement of those atms?

In order to evaluate the effectiveness of assessments you need to be clear about the
RUIDOscs of the assessments; for example, are they designed to give:

feedback about student progress for the teacher
feedback about student progress for the student
feedback about student progress for the employer.

The outcome of the assessments needs to include:

revision of course content as appropriate

review of course delivery where appropriate
organisation of learning support where relevant
redesigning assessment procedures where appropriate
celebrating/acknowledging student successes.

You need to ensure that all students understand the assessment process at the
Reginning of your. course.

S trategies:

Tbhelpgoumerthequesﬂon.youwﬂlnwdtopmducea-pedﬁcmmmmufor
your student

asscssment. This is an important stage in planning your assessment. Here

are the steps:

list the atms of your course;

list the assesament techniques which are used to contribute to a student’s total
score;

produce the matrix (an example is shown below);

show the percentages actuallv allocated to each course atm by each of the
assessment techniques;

the matrix with the belicve
mpmbe .pﬂmntases percentage weightings you

The matrix is . will have atms and
following a simple example reality you more
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TECHENIQUE
AIM TOTAL
Multiple- Practical Interview Written
choice assignment assignment
test
A 10 10 - - 20
B - 10 10 - 20
C 15 - - 10 25
D 15 - - - 15
E - 10 - 10 20
TOTAL 40 30 10 20 100%

FIGURE 4: Aspoppment matrix

The disciplined process of producing such a matrix will often reveal:
* not all atms are, in fact, being assessed;
¢ too much (or too little) weighting is being given to some aims;

| acn;ledt\mwmten'anmmbemumoed;thmuhouldthemforebemade
explicit.

The critical aspects of effective asasessment will include:
¢ clartty of expectations to students, L.e. ‘model’ formats where appropriate;

e varied assessment formats, i.e. , essays, practical demonstrations,
oral presentations, gmupprojectupom puru‘ono products, etc.

It is impartant to select an appropriate assessinent format for the knowledge and skills
you wish to assess. Consultation needs to occur with:

¢ colleagues
* your line manager
e students
e tndustry
o staff who have assessment expertise.
Competency-based training and assesament are areas in

vocational education. You can use the following extract from John Foyster's book as a
check-list for your courses, including assessment.

In a competency-based tratning program teachers will be imvolved in:
Oada to in :
m( changea emphasis in leammg.

- unphnd.onthelumu‘sneadod‘
of the leamer in the industry;

e taking an increased role in the skills to be developed and In
planning ways to enhance the acquisition of those akills;

* adopting a different role towards learners:

on skills acquisition,
and appropriate locating
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in th of terials ch
w typ:prepmum Jearning ma on a much larger scale
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Question:

How can my courses be kept up-to-date?

All TAFE courses are reviewed. However, the rate of change in industry
sometimes 50 Mmmbemadetommmpm and
wtobetmmth-;n:t:!mcumhm'eg modul:forulfpwed
competency-based learning and assesament. C

%
Ess

E

S trategies:

As a TAFE teacher you will want to be a part of the network of people aswociated with
your particular teaching field. This network includes industry groups, State and
p #ﬁmmmmm&% 'm
groups . organisations
educational institutions offering similar courses. Many network members will produce
newsletters, reports, journals and hold meetings. You should find out about these
networks and join those which will be useful to you.

Local employers will vsually be keen to invite you to visit them, to discuss the latest
d Students in employment who are attending your courses can often
provide information. Frequently, students are a much neglected source of tmportant and
up-to-date information.

Curriculum documents from other States/Territories, and national common core
curricula documents (svaflable through your State/Territory clearinghouse) can be
helpful sources of information.

The State/Territory branch of your trade’s National Industry Training Committee may be
able to provide you with advice (see Appendix F).

References
Australian Journal of TAFE Research and Development.
Vocational Education and Training Database (see Appendix H).
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Question:

How can I increase my awareness of carrent educational trends?
Educational trends can take two main forms: innovations tn teaching (for

example,
asaisted instruction) and new ent ter software),
mm:;p ueqtup;m(fa'enql‘l:ple.eanpu

S trategies:

There are five main sources of information
- books, journals and videos
- professional associations
- departinental workshops/seminars/interviews
- other people with a professional interest
- conferences. |

Your college or departmental library should be able to tell you what books, journals or
videos are avaflablk: etther from them or inter- loan. Professional

The Australian TAFE Teachers’' Association produces a regular journal which deals with
a wide range of teaching issues.

Your authority/department will sometimes conduct workshops and your college director
lhouldreoelvteynouﬁcatlonofthese.

There are always people who are keen to share thetr expert knowledge of skills with you.
You can find out about them by reading the HERDSA, AITD and TAFE National Centre
publications. There is probably someone tn your own college who is eager to share
experiences: why not ctrculate a memo requesting advice?

Most tmportantly. you need to discuss your own stafl development proposals with your
line manager.

References

The Australian TAFE Teacher.
The Australian Journal ¢f TAFE Research and Development.

The Vocational and Training Database (see Appendix H).
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Question:

How can I improve my relationship with students?
Students look for competent management, clear course objectives, good teaching and a

eonuotmt.clear dedicated professional a , from thetr teachers. Informal contact
(such social events) may be h prunoteagoodrelatlonshlp-but
pmfmbnalbmhwhateounts

Strategies:

Self-Evatustion

The instructor's self-cvaluation questionnatre produced by the Royal Australian Navy
(reptoduced in Appendix A) will help you to evaluate many of the characteristics which
are important. Altemnatively, the South Australian College of Advanced Education's ‘Self

dTeachmg‘mnbeusedandlsava!hblethmughmter-nbnryban(aaamme

sheet is in Appendix H)

Student Evaluation
Seek student recommendations to promote their participation in classes:

¢ through discussions

* through questionnaires

¢ by interviewing students on an indtvidual basis.
Colicague Fvalustion
Seek out successful strategies used by colleagues:

e attend training workahops

e talk to individuals who have a good repertotre

o organise staff meetings to discuss strategics.

References
Rogers, J. (1971). Adults leaming, England: Open University Press.

Weaver, RL. (1887). Understanding tnterpersonal communications, (4th ed.), London:
Scott, Foresman and Company.



Question:

How much of my time should I devote to students’ personal
problems?

Laurie Field in his chapter ‘Background resources’ in points
out that there are three possaible ways to react to students :

e you can do nothing
* you can try, at least as a first step, to talk with the student individually

o u can involve the college counsellor, either by ref the student or by seeing
&mwmmmmmz{hmmmmm&

Let’s look at each of these options in a little more detail. (They are ced from
Laurie Field’s chapter.) However, remember that early detection of ' personal
pmblhmetﬂnupontblebylemng\zemaA te structure to deal with
problems as they arise. For , within open context, a group advisor
could be designated for the pastoral care of a group of students.

S trategies:

Do nothing

Some teachers would argue that it's best to do nothing because the types of behaviours
described in each ucenario are not of concemn to teachers. They may well feel that
studeats are best left to sort out such matters on their own,

To some extent, of course, this is true. Personal matters are the responsibility of
students. However, when personal situations or feelings exist which directly
cmamt&fhmurandlearmmmthechswmthenwlaneuyforthetemher
dismiss them.

Talk to the student individually

If you talk to the student individually,
whether you are aware of it or not. If

3

¢ Always listen carefully to what the student is saying.

. ¢ Be slow to offer your advice. If you find yourself saying, ‘Ilf I were you I would ...’
you are not counselling, you are telling.

o Explore alternatives with the student, but avoia saying what you think. Leave it
to the student to decide which, if any, alternative is acceptable,

o Give the student truthful, up-to-date reliable information on which to base
decisions.

There are several ways in which yuu can react to each situation, namely:

 If the student cannot sort out the issues or personal difficulties, or ff the student
needs to be formally tested, then refer him or her to the student counsellor, In
some States of Australia there are laws lmit the role of in

which
administering intelligence and personality tests to students.
40
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* Finally, always follow up the contact with the student, as a means of offering
:ncourmyor further counselling support. Make contact with the student
again . It s an opportunity for the student to seek further help ff it is
required.

Know your own limitations. Professional help may be more appropriate than ‘home-

spun’ philosophy!

Involve the student counsellor

AmtmunmgmuwanableatmnyTAFEoonegu.andyouwouMbemw
80

enquire about what is available. Students may be unaware of this useful service,
you can help by informing students about the service whew appropriate.

References
Let’s Talk, 3rd Edition, Illinois: Scott, Foresman and Company.

Field, L. (1887). "Background resources” in Teaching in a TAFE college, Adelaide; TAFE
National Centre for Research and Development.
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Question:

How can I best provide leamning support for students?

In a recent study, one hundred and thirteen TAFE colleges reported on student services
provision. (This research was conducted for the Centre by Judith Haigh and Susan
Brunner of the S.A. Department of ‘ and TAFE.) The percentage of those
colleges providing various services is shown below.

Student Service Percentage
Personal counselling 99.1
Career counselling 96.5
Course information and 98.2
advice
Study skills 99.1
Lists of available housing/ 743
gen. information
Short-term loans 54.9
Health information 85.0
Job 91.2
Prof.health service 31.0
Support for persons with a 95.6
disab’ity
Sexual harassment/eo 93.0
Chaplaincy 27.4
Org.sport & rec. prog. 58.4
Child care on-campus 354
off-campus 47.8

The report went on to state . . .‘that the majority of senior college managers, student
services officers, Jecturing and administrative staff, as well as students believed that
students had a right to expect services which gave them:

e academic support;

e study skills;

¢ personal development;

e information on health and welfare matters.’

S trategies:

The research resuits indicate that colleges have a strong commitment to providing
learning support to students. Therefore, your first step should be to find out what is
already available and encourage students to use existing services.

If existing services do not meet a particular need, should discuse the problem with
those in your college who have expert skills. you
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Most of us have experienced the frustration of a s work without
noting what we have achieved and very aware of what remains to be

We note that our expectations for an day were not realised. The problem we
face is how to use our time more effectively.

Strategies:

The first task is to find out how you are your time. You should keep a record

of what you do every 15 minutes at least) one week or (preferably) two
weeks. JMphmwmmecmmmecmmum uamgabbremmuons
for your activities such as

T teaching

P preparation for teaching

M meetings

C travel

A administration
When completed, the chart may be used to analyse how you have used your time. This
uhouldbeeanpuedwtthhowyoubeumyourtnmuhouldbespent. You will probably

that changes are necessary!

find

The first change should be to plan ghead. Crlsismanagementofﬂmelsnotnemlble
and is one way to become

The should

and to ensure that you are not
to

to list your prioritics
distracted from maintaintt. { these . Some find 1t ul a

The third change may be to make it clear to colleagues that your office is not a social
club - a place where people call for a ooﬂ'aeandachat Let your colleagues know when

You may find #t helpful to work with someone when reviewing how you allocate your
time. Rememberi Teaching evaluation should be a shared activity. Others will be able
to give tips; and they will ailso be able to learn from you.

References
Black, R (1987). Getthatmnasdaw: arudbalnewappvmdttomanaaﬁutﬂnemd

Garrat, S. (1983). Manage your time, London: Fontana/Coliins,

Richardson, N. (1884). The effective use qf ttme, London: Education for Industrial
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Question: %

How can I improve my administrative ability? ;
‘Adminiatration’ for most TAFE lecturers will nvalve some, or all, of the following:
student records ~
carrespondence
telephone calls
meetings
submissions/reports
college/departmental forms

administrative abflity will be of to most lecturers. Also, many of the
activities gre tmportant components of ‘teaching’, not separate from it, and are part of
quality assurance.

Remember - the first, vital, step is to properly organise yourself.

S trategies:

It is tmportant to plan your time, not to be overwhelmed by events or to leave
administrative tasks until their deadlines (which frequently means that th
done on time). A diary is an invaluable tool, not just to record meetings but also
work. Discuss with colleagues approaches adopted to use time effectively.

One approach described in Natasha Jostbowitz’s book (page 100) is to list all your

they are required to be completed. - Many other texts have been ' this topic
are to er written

mmm,v seminars held to develop skills,

43.




DAY: DATE:
TODAY’S TASKS S.
1, 3. 6.
2. 4. 7.
TIME MEETINGS . OTHER
ACTIVITIES
8.00
9.00
10.00
11.00
12.00
1.00
2.00

FIGURE O: Using a diary for planning

Do not put off completing forms and records since this just wastes ttme because you

have to read instructions agatn on each occasion you pick up the papers.

You should develop a records system. This will enable information to be retrieved

Prepare for meetings by answering the following questions:

What is the purpose of the meeting?
Do I need to attend the whole meeting?

Do 1 possess the necessary briefing papers for the different agenda ftems?

Do I need to prepare to speak?

Can this information be gained in other ways? For example, reading minutes,

reading reports.

A draft meeting agenda is given in Appendix E.

References
Carter, R. (1986). Bustness administration: a fresh approach, London: Pan.
Josebowitz, N. (1985). People management, London: Colombus books.
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| Question:

How can I survive in middle level management?
e e R M i
management and administrative skills and you will (usually) be expected to teach.
Skills for management are developed through:

o experience

e appropriate training

¢ line manager supervision.

You can also undertake a lot of private study, since books and videos on the subject are

S trategies:

The Video Arts publication cited below gives the following golden rules (page 34).

If you cannot manage yourself, you
cannot manage anyonc.

You cannot kmow how to plan {f you
don't know what to plan.

The manager who doesn't know his job-
ensures that nobody else knows thetrs,

Those who have time for everyone end
up having time for no one.

It is easier to be busy than to get things
done.

What is urgent is not necessarily the
same as what is important.

Doing your tasks is not the same as
doing your job.

Delegation 18 not to be confused with
abdication.




2, ;{:3‘#"5‘5‘;
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Here are some points to constder:
Management Btructures:
* What structures exist?
* How effective is the present structure?
* Why is your role critical?
* When can I delegate along the line?

Management Issues:
* Styles of management to select, and appropriateness to your setting,

o Expectauomheldbyothmandyoumelfufyourmle.

Management Strategies:
* Effective negotiation.
* Conflict resolution.
* Time management.

* Staff suppart.
Effective meeting management. (Sce Appendix E for an agenda.)

Evaluation:
* From colleagues.
* From line manager.
* From other staff.

References

Josebowitz, N. (1985). People management, London: Colombus books,
Nixon, B. (ed.) (1981). New approaches to monagement development, England:
Association for the Teachers of .

Video Arts (1984). So you think you can manage? London: Methuen. (Video cassettes
are also available.)
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Of course, you may not agree with this!

S trategies:

Drucker points out that most appraisals emphasise the negative, whereas they should
concentrate on a person’s strength. He suggests that four questions need to be asked:

‘A. ‘What has he (or she) done well?’

B. ‘What, therefore, is he likely to be able to do well?
C.xatdou;ehmtolumortoacqumtobeabletogettheﬁxnbeneﬁtfmm
D.If I had a son or daughter, would I be willing to have htm or her work under this

(a) Y yes, why?
() If no, why?”

When evaluating staff abflities you will need to adopt the following strategies:

e negotiation to undertake the evaluation;

o collaboration with staff to prepare the evaluation format. Appendix D shows the
NSW Department of Technical and Further Education’s approach to teacher
evaluation. mm&mmmmdmmm.
with no administrative records kept of the results of the evaluation;

e joint evaluation of effectiveness of the format selected;

419
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¢ joint report production.
Self-wppraisal should also be encouraged, followed by joint discussion and review.

W.mwﬂuaﬂonneedstoMudethequahtaﬂnumnuthequmuve

References |
Drucker, P.F. (1967). The effective executive, London: Heinemann.

Ramsden, P. and Dodds, A. (1889). Improving teaching and courses, Melbourne: Centre
for the Study of Higher Education, University of Melbourne.

Mageecan, P. (1990). Fuctlitated appraisal for college executives (FACE), Adelaide: TAFE
National Centre for Research and Development.

South Australian CAE (1988). Self appraisal of tmprovement qf teaching. Adelatde:
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Question:

How ocan I improve the college's attitude towards my
department?

TAFE (Cutt: 1988) includes the fi ts about tnternal
Mariketing : er ¢t al ollowing commen

Each stafl member is an advocate, and represents the institution.
Good internal public relations are eseential to help these advocates

learn about and project a positive public image.

The best internal public relations is good communications. No-one
lkes to hear information which directly concerns them or their

listing forthcoming events, new administrative procedures,
;tlfnﬂ‘elecuom.mmdthemm.wmchmtokeepstaﬂ'

Less formal, newsier material such as details of award-winning staff
.ndoyed signtficant . o drtats of o objectives
eny a success, or organisation ’
should be disseminated - perhaps in the bulletin or in a separate

stafl magazine.
Internal public relations s critical in estsblishing an
environment within an institution. Public
of staff achievements through newsletters, reports to
council and media releases will encourage others to develop new
ideas and to approach senior management for support.

S trategies:

You should consider any, or all, of the following:
e publications, including reports, newsletters, bulletins and memos
e notice boards
e meetings

e videos/tapes
(However, take care not to overdo it, thereby antagonising es.) Make sure that
members of your teamn take part in college committees 80 your viewpoint is
acknowledged.
References
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Questlon:

How can I chair meetings?

Heads of department and heads of school frequently have to chair meetings. Many
lecturers also have to organise and chatr meetings, and often wonder how
successful they have been, they

Before arranging a meeting, you should rnswer the following questions:

1. Should the meeting be held?

2. Must people meet, or is clectronic communication (e.g. tsleconference) a viable
alternative?

3. Who should be invited?
4. Which is the appropriate room for the kind of meeting I want to hold?
Quite often, it is better not to hold a meeting, especially if material can be circulated for
comment. Therefore the purposs of the meeting must be clartfled to answer the first
question,
If you decide to hold a meeting, ensure that the agenda is circulated well in advance and
ask yourself the question: ‘What briefing/background documents should be circulated
with the agenda? Appendix E gives a sample agenda.
You should invite those who are interested in the topic. Ty umber
people within the range of twelve (maximum) or five (mintmum). Finally, make sure tha
the room is the right size, has the right kind of furniture arranged in the way most
conducive to achieving the meeting’s atms, and that the .
At the outset of the meeting clearly outline

e meecting aims/agenda

e timelines (for each item if possible)

* expectation of participants

* how and to whom meeting product will be distributed

e follow up intended.

j
5

%
:
-
E

Also ensure
¢ time keeping is assigned
e note taking/recording will occur
* time is allocated for questions of clarification
¢ particiyants have an opportunity to outline their aims.

After the should ask the question: ‘How will the actions be
ut:?eeunz.you yourself the qu agreed
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Strategies:

Estimate your performance using the chart shown below. Place a tick in the box closest

to your estimate,.

1. I prepared for the meeting.

2. The meeting achieved its aims.
3. The agenda was clear.

4. I encouraged participation.

5. I kept the meeting moving along.

6. I summarized the main points
throughout.

7. The tasks arising from the
meeting were clearly identified
and allocated.

8. The whole agenda was covered
without undue haste.

b 3

Personal estimate of
performance
Strongly
positive

Strongly
negative

An example of a clear agenda is shown in Appendix E, Compare it with agendas

produced for your meetings.
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Question:

S trategies:

You can make contact
- through trade and professional bodies
- through curriculum committees (most of whicl: include industry representatives)

- through State/Territory offices of National Industry Training Committees (see
Appendix F)

- through college contacts.,

Local industty will be shown in the Yellow Pages. Training officers (for larger
mmmmmmmmmmmmmmbemm

(Australia) Pty Ltd. They will sell (at very competitive rates) the information you need.

Fampk.youm:gmueﬂthemumdmmmphonemm)d‘the
of all electrical contractors a certain number of people within

a particular postal code. Or you may need of all businesees

over 50 people within a capital cityy Dun and Bradstreet ran provide you

brochures about the services they offer.
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Qﬁestion:

How can I find out what industry/commerce want?

It ¥ important to enquire through the formal TAFE/Industry committees and advisory
mmmm&m { needs. Models of approach and
with industty need to be mvestigated ensure the most

In South Australia for example, the Workplace Education Service is the first point of
approach for literacy and language needs analysis in industry. Various
college departments comunitteces have established links with mdustry: Course
Standards Groupe in, for example, hospitality, tourism and hairdressing have established
curriculur: links with industry. '

It is to the networks that exist, wid
mmduﬁye:ndd ‘.currquy by consulting as ely as

college dmmbenmpd‘eomle mémm(mdnm
associations can all be h ways of obtaining general However, a little

A TAFE National Centre publication gymm&yton. 1988)
mgwdm&mgmmmm mﬂmgtlmmph
analysis and mﬁmmammammnﬁmmm
The two diagrams follow are taken from the monograph. Rmmdudngthe
monograph would be a good start to answering the question. An uction to skills
mhmgWamwr&m). If the technique is new to you,

£
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Clark, T. (1989). Getting to grips with skills audits, Adelaide: TAFE National Centre for
Research and Development.

Hayton, G., Clark, T., Hayes, M. and Guthrie, H. (1988). Trating needs analysts,

Fuller, D.. Oxley, S. and Hayton, G. (1988). Training for Australian tndustry, Canberra:
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Question:

How can courses be better taflored to meet the needs of
industry /commerce?

Already college, or department, s to have consultative comumittees, and whose
hlhwmugethemmdoom which include representatives from industry.

Pauline Mggeean in her report on enterprise activities in TAFE (see references below) '
made the & comments:
‘Being enterprising means rescarching and anticipating clients’, and potential :

) 4 and existing
clients. This chalienges the all-too-prevalent assumption that TAFE staff already
know their clients’ needs and how best to meet them.’

It s tmportant to involve all stakeholders when developing courses.

S trategies:

A major education/industry co-operation.project at Ohio State University clatmed that
there are at least eleven guidelines for successful co-operation:

e good, clear communication between key people in industry and education;
¢ excellence in teaching:

e tnstitutional flexibility to meet industry’s needs;

* high quality of programmes;

o good, active advisory committees;

e quick response time by education to industry’s needs;
e recognition of mutual need:

¢ administrator and teacher support;

e careful and tharough planntng:

e clearly written agreement or contract;

e continuous evaluation.

Although originally developed higher education, the list of pre-requisites for
education/industry liaison produced by the OECD can be adapted to TAFE. The pre-
requisites for success are clatmed to be:

o the college must be known for its excellence and interest in the area(s) of interest
tc tndustry:

o industry must be clear in its requirements;
o college stafl must be receptive to industrial needs;
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* a willingness to be flexible by both the college and industry is required:
* college staffl retraining should be considered a posability:

* there must be dynamic individuals involved in planning and development and
meyn::-tbeemmn'md:

* industry must welcome outside advice.
The above points could be used in a check-list.

Peter Sheldrake in his (see below) listed ways in which TAFE ard industry could
eo-opaatemtheuaed‘mnes'.

a) industry owned equipment leased out-of-hours

b) industry owned equipment made avaflable free out-of-hours

¢) industry owned equipment lent on a short-term basis for ‘real’ work to be carried out
d) indusiry facilities used for teaching purposes with company staff as trainers

¢) joint facilities, especially skills training centres and facilitator agencies

) industry staff working in TAFE colleges on a paid or Joan’ basis.

One approach to designing workplace education programs is summarised below. It has
been developed by R Bean of the Workplace Education Service, Adelaide College of

DETERMINE CORPORATE GOALS AND
INPLEMENTATION STRATEGIES

1
DEFINE W.R.S. ROLR & SCOPE
OF OPERATIONS
™

FORM SUPPORT GROUP
1
SURVEY OF COMMUNICATION
PRACTICES & STRUCTURES
i |
GROUP MEETINGS TO PRIORITISE
TRAINING NREDS
1

ADVERTISE PROGRAMS
|

INDIVIDUAL INTERVIEWS
1

COURSE DESIGN & PROGRAM PLANNING
1 |

INPLEMENTATION
1

EVALUATION & FOLLOW-UP

Hall W.C. (1988). TAFE/tdustry partnership, Adelaide: TAFE National Centre for
Research and Development.

man.l'. (1880). Education and economics: enterprise activities tn TAFE, Adelaide;
National Centre for Research and Development.

Sheldrake, P. (1988). The technical and higher education system and tndustry: use
of factlities, Adelaide: TAFE National Centre for Research and Development. Jot
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Questlon:

How can I keep up-to-date with industrial developments?
A TAFE National Centre publication (H” ston and Harun, 1988) stated:

large volume manufacturers to attain international - thoee that
don't may not survive. uu.;:ompaumm education and TAFE {n
partmhrbecmue retraining integrated requires

mamwdm‘mmd

m o mmte?nedmmnf-cmrmghmbuedmthe

Another TAFE National Centre publication (Hall and Hayton, 1988) stated:
‘Industry restructuring will have a or effect on TAFE course content and
course structure, Commpreparmgmnq:ldl\nduakforthemmdumymucture

(of skill, new technology and integrated work organisations) will need to
dev:io{‘p}‘themd!vldual'sabmtmto

e adapt to changes in technology:

e more readily transfer skills to n*w areas of specialisation;

¢ combine skills in two or more disciplines;

. ;ef:flﬂymptandmkreummgatappmpﬂatemthmughoutworhng

The new indu structure requires course content that provides for higher skill
levels. There need to be:

e greater emphasis on conceptual learning:
. ter emphasis on ‘technological literacy’, the social implications of

technologlealchangeandquamyoomeptsmpm:y secondary and tectiary
education;

e the development of ‘learning to learn’ skills;

e the development of a broader awareness of the industry and industry
restructuring in vocational courses.’ (Page 8.)

These two extracts indicate how #t is to up-to-date with industrial
developments. In addition, there are ent developments in most trade
arcas.

Strategies:

Educational research and development can be followed using the National TAFE
Clearinghouse. mmmmmwmwb?mmmn

vwmwwmemmmmm
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4 Peter Sheldrake in his research an TAFE/ produced a of #
iteraction” between TAFE and industry. mmﬂmww M-M i
1 N

a)In relation to people

1. stafl may be employed by TAFE, and made avaflable to industry by being:
* hired as consultants;
* employed by industry for ‘update’ purposes:
e cmployed by tndustry on a secondment; or
e leave-without-pay basis,
ii. Company staff may be made available to TAFE by being:
* brought in to consult on the development of courses;
* hired as trainers; or
* brought in to work in TAFE on an exchange or transfer basis.

b)In relation to physical facilities (including equipment)

1. the facilities are w] owned by industry and made available to TAFE by
negotiation to clarify issues of;
¢ cost recovery;

e contribution to programs:;
* revenue raising for future programs.

ii.the iucilities are wholly owned by TAFE and made available to ‘ndustry by
negotiation to address the issues:

e cost recovery;
e contribution to programs;
* revenue raising for future programs,

iii. the factlitics ointly owned TAFEandindumy particularly through such
mechanm:':i'heeshbhhmgt

o skills training centres; or
¢ consultancy agencies.
where a variety of stafing methods again are possible.
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Checr staff development activities avatlable, including industry exchang':/secondment.
References

Hall W. and Hayton, G. (1888). Industry iestructuring and TAFE, Adelaide: TAFE
National Centre for Research and Development.

Hayton, G. and Harun, M. (1988). Training WW review
recent literature, Adelaide: Mumcmgfwm Develo]lne:t. g

Sheldrake, P. (1988). The technical and further education system and industry: use
of faclities, Adelaide: TAFENmonalCentmforReoeamhnndDmlopment.wm
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Question:

How can I find out about industry restructuring?

Industry restructuring involves the substantial changing of work structures across
Mw«mmmmwmmm':

approaches to work organisation to be tmplemented.

These changes allow for greater worker flexibility, reduction in demarcations between
and the establishment of clearer career paths within industries. They require more
being in separate boxes.

TAFE is already being affected by industry restructuring in major ways and so this
Question is important.

The following extract from the ‘Australian TAFE Teacher’ inseri provides basic information
on the reason for restructuring.

68
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S trategies:

Information about restructuring is being published at regular intervals. Therefore your
library should be consulted. Basic references are given below.

Use the National atabase (see appendix H) to keep up-to-date.

References

a hold on restructuring’ was an insert in the September, 1980, issue of the
y TAFE Teacher’. Copies may be obtained from the Australian Committee for
Training Curriculum (ACTC).

Hayton, G. (1890). Getting to grips with thdustry restructuring, Adelaide: TAFE National
Centre for Research and Development.
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Check from handbooks whether any TAFE or higher education courses might be of use.
Remember, many are now offered externally (off-carnpus).

Some TAFE organisations now have arrangements whereby lecturers may be seconded
for periods to industry/counnerce.
8. Acting as 8 consultant

college’s section, or as a private consultant (if permitted by
w%mwmﬂMWmmbkmmmmm. either alone or
with others.
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Queatlon:

How can I market my courses?

S trategies:

11u:c¥:§ibwun gives external and internal factors which should be considered as part of
an audit.

MARKET AUDIT CHECKLIST

External Market Environment
Some factors to consider:

¢ Demographic

¢ Economic

* Ecologic/Technologic

* Political

¢ Cultural/Life Styles

population trends

inflation, wages, the dollar
e.g. any major breakthrough
change of government, new policy
e.g. more leisure time

Each factor many impact in a variety of ways, so in the market
research phase consider the following:
* Target Markets individual students

= industry and commerce

-~ government agencies and departments
other institutions

-~ private training organisation
* Funding Source = government - recurrent allocation

- special purpose grant

private ~ individual fees
business/corporate
- trusts and foundations

* Competitors

Internal Market Environment

Evaluate existing organisational objective(s) in terms of both the
external environment and inter~al resouzces, including:

* Effectiveness of organisational structure

* Experiise of mana nt and stoff

Buildings and facilities

Financial resources and funding

Range of courses available
Accessiblility: level of fees, pre-requisites, support systems.

Market Opportunities

Establish the corporate identity, organisational objectives and
products which can take advantage of the opportunities offered
by a dynamic external environment and maximise the potential of
the provider’s resources. .

IGURE & Magret andit chocklist
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for that kind of help.
Marketing TAFE, Adelaide:
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Cutter, P., MacRae, D., Oliphant, M. and Scott, T. (1988).
TAFE National Centre for Reaearch and Development.
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Question:

How can I improve my career prospects?

TAFE authorttics towards internal of staflf and
lncruﬂnﬂyd are ) interna appraisal p— open
. you should check to determine whether your has clearly defined
&&m ﬁrmhnm the NSW
ol‘rA::hua ::ummm /Assessment 'whlcll_;
mpmdueumd‘themtmﬂdevebpedl for that. P T
Strategies:

The Video Arts referenced below lists such questions, adapted and
(g:mmulzz-lza) Clearly, not all are directly applicable, but they

nproduoedbelow
are easily modified.
] What was the most interesting task you had
to do this year? yo
° What was the most succesaful area in the
past year?

. How do you feel you handled the
reorganization in retrospect?

o What areas of your work would you say
require more attention?

o What extra help do you need to improve
those areas?

e  What do you think you need to learn now to
develop the job further?

o How have you found dealings with
administration and other departments have
worked out?

o What have been the most difficult problems
that you have faced?

o Where do you see your future in the college?
o How do you see this job developing?

¢  What would say are the priorities for
the next months?

Staffl development, attendance at courses, workshops and training seminars (or
mmdwmmmmmwm k4
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Video Arts (1984). So you think you can manage, London: Methuen.
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Question:

How can I best use my skills?

Self-evaluation can be used to help identify your skills. However, ﬁ‘“ﬁ:::gw" are the
weaknesses! Y
Siher 1o 80 this and cartier questions gve somme gadanse . T Y

Ta,,
]
s
&,
#
)

S trategies:

One way of proceeding is as follows:

1. Evaluate your strengths
and weaknesses. You may
need help in this,

2. Obtain a clear statement
of your job’s requirements

3. Match (1) with (2).

| _
4A. Find out what 4B. Seek information on 4C. Pind ways in
new skills are ways of improving your which unused
needed. skills (see below). skills may be
used in your

job.

5. Methodically set about
improving your skills
or learning new skills,

FIGURE®:  Improving skills

You may find #t useful at stages 4 and 5 to answer any, or all of the following
questions:

-«  What relevant formal courses are available (in TAFE, higher education, or adult
education)?

- What help {s avaflable from professional bodies?
- What sidll development activities are on offer?

- g:;n fmnediate colleagues possess any of the skills I need; and can I leam
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How can I find out what's happening in local secondary schools?

reference. ldentily program developments in secondasy schools that are relevant to TAFE
programs.  Student service officers in TAFE colleges also work closely with secondary
goobmdmvhmnlenntmfmm The figure summarises the movement of

(Public perception)
Appli*d «n : - Theoreiical

Employment -= = School

TAFE » Education

e Read secondary school curriculum documents

e Peruse Years 10 ard 12 examination papers

e Speak to TAFE/school interface committee members
e Attend joint conferences and meetings

e Visit your local secondary school and discuss cumricula with your ‘subject’
contacts at the achool "

Invite local secondary school teachers to visit college. (Frequently, this will
mmmwmqwmnmw.mmmmte.)

Parts of TAFE courses being taught in secondary schools. Clearly,
amdhhmdmﬁﬂ%m%ﬁmmmme. there
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Decisions which have to be taken at an early stage of a survey include:

&

How the data will be collected.

b) How the population will be approached.

c) The main areas to be tackled in the survey and the order of presenting theae

areas.

The sequencing of questions within each main area.

¢) The form of the questionnaire (i.e. free responses or coded; and if coded, the
typels) of coding).

The major errors o avoid when writing the questicnnaire are listed below. They are
taken from Hall (1977).

muukthatthepop:hummmfact.beableéo anwertt:’e questions. For
example, questions dealing courses attended six months previously are
unlikely to be answered with high accuracy:

ensure that questions can be answered honestly, For example, an honest answer
will not always be given ff a student who is asked to express an opinion about a
lecturer is alsc expected to write his/her name on the questionnaire;

make the questions as specific as poesible; |
l:akethequeaumuaunpletm}ch Ithxgtlotl;:tukoftheqm
esigner to try to impress peop! er use words; it is er job to
ensure that the population can understand every question;

ask .. number of shorter questions rather than one complex question. Complex
questions are often atte pting to ask for more than one piece of information;

do not use words or questions which are open to a variety of interpretations;

do not ask hypothetical questions;
donotphnuthequelﬂonnothatthm'm it is forced to think in
one particular dtrection only. This s done when the questioner gives an
example after the questior,; the person answering then has difficulty in thinking
beyond that one examplie;

do not embarrass the person answering the questionnaire;

only ask questions for which the answers are needed. Do not waste everybody’s
time by asking a question ‘because it might be useful’.

a

B =

2 E

ggs =

& E

T

possibic, you ahould also try out the questionnaire on a small sample.

63

you have wiitten the draft questionnaire, always azk a colleague to comraerm on it.
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INSTRUCTOR'S SELF

you are
see your score. Be
those areas where you need to

necessarily

dentify
tmprove. Use this card about every three months to check on your

81
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No one else will

, Do not overmark. I

Qf the Self E.aluation Sheet is to let you know how well

|
!

EX

truthful to
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instruction?

a. Do |1 arrange the classroom seating so all trainees can see all aspects of
b. Do I consult DOs and Divisional Senior Sailors

b. Do I control the classroom temperature as much as I can?
¢. Do I ensure trainees have adequate lighting?

d.Dolhaveﬁllequipment required on hand?
Do I introduce myself at the first lesson?
Can I address each trainee by name?

a. Do I obtain essential information on each
trainee from record cards?

Do 1 start my class on time?

1.
2.
3.
4.
5.




10.

a. Is my untiorm always clean and ironed?
b. Do I display good bearing?

a. Do I talk to everyone. including trainees in the back row?

b. Do;?avoid personal mannerisms, particularly distracting
on

¢. Do I judge my cffectiveness, by observing trainee reactions?

d. Do I avoid talking to the chalkboard, or OHP screen and have good eye
contact with trainees?

a. Do | make my points clear by using easily understood words?

b. Do ! explain unfamiliar terms and write them on the chalkboard?
¢. Do | refrain from the profane or use of abuse?

d. Does it keep me to the allowed time for instruction?

¢. Does it prompt me to ask key questions?

Onwmlemmmmdmthewhhopsdolm talking to the
mintmum, so the trainees can get to work? d
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11.

12.

13.

14.

15.

a. Do I avoid atmiess repetition?

b.Do I avaid distractions?

Do I keep trainees at work until the end of the period?

a. Do I ‘Get on’ with my class?

b. Do | encourage trainee questions?

¢. Do trainees respect my authority?

a. Do | use training aids at appropriate times?

b. Do I improvise training aids when necessary?

c. Do I make a careful study of the aid before use?

a. Do | gain my trainees’ full attention?

b. Do I motivate trainees by describing the relevance of the instruction?

¢. Do I tell trainees the objecttve?

d. Do 1 revise skills and/or knowledge required for the lesson?
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16.

e.mlmmmﬂmmuub&uqum?

f. Do I present stmple examples before more complex examples?

g Do 1 make learning easier by given cues or memory aids?

h.Do I ask questions of trainees during instruction?
Lmelcte;:?umtmmesachmtheperformmdmnbedmme

J. Do I allow time for trainees to practise skills?

k. Is feedback given to each trainee after a question or a performance?

1. Do I test performance on each objective?

m. Do I have follow-up practice of tmportant skills to reduce forgetting?

a. Do I adjust my instruction to allow for differences in ability and
experience?

b.Do I give extra attention to the trainee who is struggling?

T e ""iﬁ%
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sitting
groupe.

Remember - the lecturer need not be the chatrperson or group leader. This will depend
on the planned outcomes of group discussion.
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APPLICATION FORM FOR ADVICE ON PROFESSIONAL AND CAREER DEVELOPMENT.,

FAMILY NAME: GIVEN NAMES:

SERIAL NO.: LOCATION:

DESIGNATION: SUBJECT AREA (ff applicable)
SCHOOL/DIVISION:

DATE OF APPOINTMENT TO TAFE TEACHING SERVICE:

DATE OF TRANSFER TO PRESENT LOCATION:

NOMINATED ADVISER:

LAST REPORT DATE:

TEACHER'S SIGNATURE: DATE:
NOTED: DATE:

PRINCIPAL

88
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(ALL MEMBERS OF TAFE TEACHING SERVICE)

Dear Member of the TAFE Teaching Service,

Thank you for your application for advice/assessment under the TAFE Teaching Service
Advisory/Assessment Scheme of the Education Commission.

The following gusdelines are provided for your consideration.

A. You should obtain the advisory form TAA.3 and read it carefully to develop an
understanding of the main areas about which you are able to seek advice. Feel free
to discuss the form with your colleagues, supervisor, or other senior officers.

B. As an aud to your preparation you should make yourself aware of Departmental
docmentnandthemofmfmtbnwhichthcyoonum. For example, you could
seck knowledge of procedures relating to the conduct of classes and
mwmdmmmuwmumbmm

Your supervisor will be able to direction in these areas. Your College library
ﬂahomammmamnwumm?ummwmmnﬂ/ammm
procedures.

C. Probably the most impartant part of the advisory/assessment process is the
formulation of an Action Plan on professional and career advice. The

accomplishment of the Action Plan will depend on inttiative in following
through any recommendations and advice. tariely on your

D. The procedures to be followed during the advisory process are detatled on the form.
Should matters be handied in such a way that you feel disadvantaged, discuss your

concern in the first instance with your adviser. If not satisfactorily resolved
your regional Assessment Co-ordinator or the Teacher Education Service (Staff

Development

For fuither guidance contact your immediate supervisor, or a senior College or School

Yours sincerely,




NEW SOUTH WALES DEPARTMENT OF TECHNICAL AND FURTHER EDUCATION
TAFE TEACHING SERVICE ADVISORY/ASSESSMENT SCHEME

PURPOSE: This document is to be used:

¢ to assist TAFE teachers to assess their progress,
* o Danmlate s ACTION PLAN tor &

an ACTION PLAN for a teacher’s professional and career development.
The Plan is to be an agreed document arrived at by discussion between the teacher
concerned and the advisor.

ADMINISTRATION:

. mu:lreeyemdbylervlce wachmmwappbfm%omgmmmﬁ
before another application for Career Development TAAS can be submitted.

¢ The Principal approves/does not approve the application.

¢ This ACTION PLAN is a private document developed for the benefit of the teacher
concerned. Copies are not to be made. mmutobemtambytheteachu

¢ To be eligible for further formal professional and career development advice it is the
ility of the teacher to demonstrate to the adviser that as far as possible any
previously formulated Action Plan has been tmplemented.
e It is recoznmended that teachers retain Action Plans and the evidence which supports
successful completion of them,

ADVISER: The adviser could be the teacher’s tmmediate supervisor or another senior
officer nominateG by the teacher,

GUIDELINES:

Each supervisor, or nominated supervisor, is responsible for providing opportunities for a
teacher to seek professional and career advice.

The teacher seeking advice is responsible for

¢ nominating those arcas in which advice is sought.
o mtbeldvbayomcernoueed'auchm.

The ACTION PLAN should jointly by the adviser and the teacher. It is
e:pectedthatdhcuaﬂon occur at least one week prior to any lesson cbeervation.

It ts the adviser’s responsibility to be available for discussion regarding the issues raised
in the auvisory repost.
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NEW SOUTH WALES DE; ARTMENT OF TECHNICAL AND FURTHER EDUCATION

TAFE TEACHING SERVICE ADVISORY/ASSESSMENT SCHEME

ADVICE ON PROFESSIONAL AND CAREER DEVELOPMENT

THIS ASSESSMENT SHOULD BE MADE
AFTER COMPLETION OF AT LEAST THREE YEARS OF SERVICE

FAMILY NAM' GIVEN NAMES:
DESIGNATION: DATE APPOINTED TO
TAFE: !/ /
SCHOOL: DATE APPOINTED TO
THIS COLLEGE: !/ /

COLLEGE:
TEACHER OF: RECOGNISED

TEACHER

EDUCATION

COMPLETED:

MTH.YR.
DATE/S OF:
- THIS ADVICE:
- PREVIOUS ADVICE:
(if applicable)

TYPE OF LESSON OBSERVED:
LESSON TITLE:
SUBJECT/COURSE:
SUPERVISOR (S) CONSULTED:
(Name{s) and Designation (s))

91
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TAAS
p2ofd
POSSIBLE AREAS FOR DISCUSSION
| Technical knowledge cf teaching subjects.

Knowledge of recent developments in own and associated fields.
Contribution to subject area within the School.

Teaching performance - development of lesson

Teaching method, variety and appropriateness
Abflity to motivate students
Knowledge of relevant acts and their regulations.

Section B. ADMINISTRATION AREAS

Knowledge/experience of administrative procedures specific to a teacher's duties
Knowledge/experience of Government and TAFE policies

Knowledge/experience of the role and structure of TAFE
Knowledge/experience of personnel policies and procedures

Knowledge/experience of procedures for developing and implementing curriculum change

:::reneuofateacha’smpommmuesmrdathnmequaloppommnyprmdpmm
cation

Cm%hmdemnmmbathQ.fwmplez enthusiasm for the job,
admintstrative procedures roquired n School nnd/‘:r" :’ pru:oﬂom‘ posttions ons, public
technical slills, edu cational development, ete. ‘ v ' :
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TAAS
pSof3

NEW SOUTH WALES DEPARIMENT OF TECHNICAL AND FURTHER EDUCATION
TAFE TEACHING SERVICE ADVISORY/ASSESSMENT SCHEME

TEACHER'S
NAME:

DESIGNATION: LOCATION:

Following our discussions, we agree to the following action:

AMS OBJECTIVES INDICATORS OF ACHIEVEMENT DATE OF REVIEW

Signature of adviser:
Name of adviser:
Designation of adviser:

Signature of teacher: Date: / /

36
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Details of date, ttme and place of meeting.

|

E
é
,s.
2

Substantial ftems (often repeated each meeting, e.g. financial report,
teaching program review, staff development, staff reports).

aN o @

8. Other business
9. Information items
10. Date of next meeting

11. Closure.
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Nx D Watts

Chairman

PO BDox 1554

Potts Point NSW 2011

Mr L Miller

Chaizrman

Australian Automotive Industry Training
Council

PO Box 6027

Melbourne VIC 3004

Mr R J Letten

Chairman

National Building & Construction
I"Gustry Training Council

PO Box 650

Carlton South VIC 3053

Mz R R Hancock

Chaizman

Australian Drilling Industry Training
Committee

PO Box 1545

Macquarie Centre NSW 2113

Mr F Hall

Chaizman

National Electrical & Electronic
Industry Training Committee Ltd

12th Frloor, The Denison

65 Perry Street

North Sydney NSW 2060

Mr M Rapp

Chairman

Mational Fishing Industry Training
Committee

GPO Box 2851AA

Melbourne VIC 3001

Mr I Hollindale

Chairman

Mational Food Industry Training Council
PO Box 493

Gladesville NSW 2111

Mz P Mathews

Chaizman

Mational Furniturs Industry Training
Committee

4th rloox, 370 8t Kilda Road

Melbourne VIC 3004

Professor R Gates

- Chaizman

Local Government Training Council Inc
Australian Local Government Centre

- § Geils Street

Deakin ACT 2600

National Maritime Industry Training
Committee

GPO Box 365F

Melbouzne VIC 3001

Mr R Bonouvrie

Chairman

National Plastics Industry Training
Committee

49 Anzac Pzrade

Kensington NSW 2004

Mr N Criechton

Chairman

National Printing Industry Training
Committee

PO Box 53

St Leonards NSW 2065

Mr D Fraser

Chairman

National Retail Industry Tvaining
Council Ltd

134 Broadway

Broacdway NSW 2007

Mr G Cowin JNR

Chairman

Nationsl Road Transport Industry
Training Committee

75-79 Chetwynd Street

North Melbourne VIC 3051

Mr R ¥ebb

Chairman

National Rural ITC

PO Box E10

Queen Victoria Terrace
Canberra ACT 2600

Mr S8 Bitmead

Chairman

Australian Textiles Clothing & Footwear
Industry Training Council

GPO Box 1469N

Melbourne VIC 3001

Mr F O’Shen

Chaizrman

National Forest Industries Training
Council Ltd

PO Box 307

Nunawading VIC 3131

Mr W Sprokkreeff

Chairman

National Tourism Industry Training
Committee Ltd

PO Box K743

Haymarket NSW 2000
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South Australian CAE sample ‘Self appraisal of teaching’ sheet, from a USA college.
FACULTY SELF-DESCRIPTION OF TEACHING

}

]
IR
o
: fie
|| [P d
BT I P TR IR o 3 -
PRERE PR B Wipdd g L A

Course Number Quarter, 19 ____
1. The following items reflect some of the ways teachers can be described. Please circle
the number which indicates the degree to which you feel each ftem is descriptive of your l
m}ummthheoune. In some cases, the statement may not apply. lntheoeeuea "
Rocsnt apply or dont know -
' Not at all Very Doesn't :
Descrip- or
. Discuss points of view other than my own.......................... 1 2 3 4 5 () (39
. Contrast tmplications of various theories.................cc.oeunne 1 2 3 4 5 () .
. Discuse recent developments in the field..............coceee. el 2 83 4 8 ()
Give references for more interesting and involved points....1 2 3 4 5 () '
. Emphasise conceptual understanding.................ccovvevreecvsnen. 1 2 3 4 5() |
. Explain savssnssanssons Veesnssuresaissarsstasassrasesaseresennaresessessane 1 2 3 4 5 ()
Am well prepared........ P SR 1 2 3 4 5 () .
Gnrelectumthatmmytoouﬂme .................................. 1 2 3 4 5¢()
SUIINATISE MAJOT POIIS........ceeeerecremerrcsmeraresressessssesassensens 1 2 3 4 651() '
State objectives for each class session..............c.cevvvvverennnes 1 2 3 4 5 ()
Identify what I consider fmportant.................c.ecevevsenennss el 2 83 4 6 ()
Encourage clase discussion ..............ceceerneranssnisessnns veneenne 12 3 4 B () l :
. Invite students to share their knowledge & experience........ 1 2 3 4 5 ()
. Invite criticism of my own ideas........... venvevene veorerasnsassaseseseses 1 2 38 4 5 () .
. Know ff the clase is understanding me o nOt.....cc.eeeenneeeene 1 2 3 4 5 () 49
prply ................ to .................. te ..................... 1 2 3 4 5 ) '
Know when students are bored or confused..............cceueeeen. 1 2 3 4 5 ()
Have genuine interest tn students...............ocovvinrnenncs vl 28 5 () |
GMpenomlhelptoctudmtshavmgdmcquea '
N COUTBL.. cccuviirisrrrerssrnscrersssssanesresasssaesssssnasssansssasnns vrerasens 1 2 3 4 5 ()
.Rehtetootudeﬂoumdlvlduah......... ................................ 1 2 3 4 5 () |
. Am accessible to students out of class...................... vevrerans 1 2 3 4 5 () l
Have an interesting style of presentation.............coceeeeeeeenenn. 1 2 3 4 8 ()
. Am enthusiastic about my €ubject..........cccerrerrurernerrenccnen. wel 2 3 4 85 () I
. Vary the speed and toxe of my voice.........coecreuee cerrecrenvanaoans 1 2 3 4 5 () :
Havemmm&emforthequamyd‘myw.l 2 3 4 5 () '
. Mottvate students to do their best work..........c.coeeeenneeee sl 2 3 4 8 ()
. Give interesting & stimulating assignments..................... w1l 2 3 4 6 ()
. Give examinations requiring synthesis of parta of course ...1 2 3 4 5 () '
O IETEAOG v e e et 1238 4 8(¢() 3
. Keep students informed of their progress.......... vessesnrasene el 2 3 4 8 () (89 l
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Howcanl contribute"
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One way to tell others about your research and
development activities is to contribute to the
Clearinghouse.
Contributions may be made to the National
Clearinghouse by completing and forwarding a
TAFE Clearinghouse Submission Form

by two copies of the material to your
local State or Territory Clearinghouse Officer
Submission forms are available from the
addresses on this brochure.

Forms to describe new and ongoing research and
development projects are aiso availabie from your
local or National Clearinghouse Officer.

Asian and Pacific
Skill Development
information Network

(APSDIN)
cor oo - : ——
The National TAFE Clearinghouse Information
Network is the Australian Focal Point for APSDIN.
APSDIN is a regional International Labour Office
(ILO) initiative. Our involvement means that we are
able to halp create awareness of the role of
informa‘ion in the development and improvement
of vocational training in this region. By regular
receipt of microlSIS diskettes from APSDIN ad
the ILO, international and regional information is

loaded into the Vocational Education and Training
Database.

State, Territory and

National TAFE
CIearlnghouse Addresses
. AT TS T N e

Australian Capital Territory TAFE Clearingi. use
ACT Institute of TAFE

Woden Campus

GPOBox 8

Canberra CIty ACT 2601 (062) 83 4688

New South Wales TAFE Clearinghouse

NSW Department of TAFE

Head Office Library, Level 7

PO Box K638

Haymarket NSW 2000 (02) 289 7395

Northern Territory TAFE Clearinghouse
School Library Services
PO Box 39971
Winnellie NT 0821

Queensiand TAFE Clesringhouse
Department of Employment, Vocational
Education and Training Library

PO Bag 3

Brisbane QLD 4101

South Australian TAFE Clearinghouse
SA Department of TAFE

GPO Box 2352

Adelaide SA 5001

Tasmanian TAFE Clearinghouse
Division of Further Education
Murray House

73 Murray Street

Hobart TAS 7000

Victorian TAFE Clearinghouse

State Training Board Library

Level 4, South Tower Rialto

PO Box 266D

Meibourne VIC 3001 (03) 828 2324

Western Australian TAFE Clearinghouse
The Office of TAFE
151 Royal Street
East Perth WA 6004

National TAFE Clearinghouse
TAFE National Centre for Research and

Development Ltd
252 Kensington Road
Leabrook SA 5068

(089) 89 5903

(07) 237 0609

(08) 226 3416

(002)307118

(09) 420 4031

(08) 332 7822
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Network

TAFE National Centre
for Research and Developiiei
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What is the National TAFE
Cleari !?louse Information
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The National TAFE Clearinghouse information

Network provides information on

* published and unpublished documents, articles
and non-print materials about vocational
education and training in Australie, the Asian
and Pacific region and the International Labour
Office membership countries

¢ projects in progress in the technical and further
education and training areas in Australia

¢ and much more!

Each State and Territory TAFE Authority has its
own Clearinghouse, where local information is
collected, edited and sent to the Nationai
Clearinghouse.

The role of the National Clearinghouse is

¢ to co-ordinate research and development
information concerning TAFE and training,
iorwarded by the State / Territory and National
Centre Clearinghouses

* o collect, edit and publish inforrnation about
ongeing research projects in TAFE and training
via the Vocational Education and Training
Database

* to be the Australian focal point of the Asian and
Pacific Skill Development Information Network
(APSDIN)

* to make the national and international
information available in database and published
formats

¢ to maintain links with other related information
networks and clearinghouses like the Educational
Resources Information Centre (ERIC).
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What does the National TAFE
Clearinghouse Information
Network do
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in running the Vocational Education and Training

Database it aims to

¢ give greater access to national and international
vocational education and training information
and materials

® encourage new initiatives in TAFE

o provide avenues and opportunities for publicity
a?c:'dissemination of material produced by TAFE
sta

* prevent the duplication of research and other
initiatives, thus reducing wastage of resources.

Vocational Education and
Training Dgtabase

e = -

The product of the National TAFE Clearinghouse

Information Network is the Vocational Education

and Training Database, which appears gquarterly in

two formats:

o datadiskettes using the CDS/ISIS micro version
(MicrolSIS) software

¢ hard copy.

The database includes entries on
research reports

evaluation studies

policy documents

curriculum materials

survey results / questionnaires
workshop / seminar / conference proceedings
theses

bibliographies

ongoing research projects

¢ journal articles.

How can | .ocata
documents?
vttt

Once references are located via the database,
requests for the documents should be directed to
the Clearinghouse in the State/ Territory from
which the material originated.

Where the Clearinghouse is not involved in the
aistribution, requests are to be forwarded to the
location mentioned in the availability field.

Some items may only be available through the
Interlibrary Loan service. For further details,
please ask your Librarian or contact your State or
Territory Clearinghouse.

Sample of a Document Entry

01198 TD 'TNC 18.1

Australia. TAFE National Centre for Research and Development.

International Conference on Recent Research and
Development in Vocational Education, Conference papers
Adelaide. TAFE National Centre for Research and
Development. 1989. 3 volumes.

These conference proceedings Contan papers coveling
themes like: women's issues in vocational education;
learning styles in vocational education; periormance
assessment. economic changes and the technician
workforce; education / industry inks; vocational
education, techno'ogy and society, vocational teacher
education; improving opportunities for student

retention and progress; vocational education across

the world; curricula in vocational education and
information sefvices in vocational education.

Keywords. Vocational education; Conference, Research and
development: Australia; Educational
innovation,

ISBN: 0863973418
. viiigbie from: TAFE Nationsl Centre for Research and
Development

, 252 Kensington Rd.. LEABROOK SA
5068. Loan. photocopy of individual aticles.
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